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EVALUATOR MANUAL APPENDIX D

A GUIDE TO SAFEGUARDING RESIDENT/CLIENT CASH RESOURCES
INTRODUCTION

This Guide is to provide a better understanding of safeguarding and accounting for resident cash
resources and is the result of the combined efforts of care providers, staff from Community Care
Licensing Division District Offices, and the Community Care Licensing Division Audit Section.
The statutory and regulatory basis for this Guide is within the Health and Safety Code
Section 1500 et seq., Section 1569 et seq., and Section 1568.01 et seq., and the California Code
of Regulations, Title 22, Division 6 and 12.

The following steps have been taken in the design of this Guide to simplify reading:

. As used here, resident is interchangeable with client.
. Forms available from the Department when referred to have been highlighted.
. The form Record of Resident’s Safeguarded Cash Resources (LIC 405) is referred to

as the Resident Ledger.

The Guide has been organized to provide 1) a general understanding of the circumstances
pertaining to handling resident cash resources, 2) a brief overview of regulatory requirements
which must be followed when handling occurs, 3) recommended accounting procedures and
practices to be followed in safeguarding residents cash resources, and 4) an illustration of an
accounting for resident cash resources.
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. WHEN HANDLING OF RESIDENT CASH RESOURCES OCCURS

“Handling” occurs when a resident is accepted into care who needs assistance with cash
resources or whenever a licensee or facility staff person is entrusted with the care or control of a
resident’s cash resources. Cash resources include, but are not limited to, cash transferred from
facilities the resident previously resided at, funds in personal bank accounts, earnings from
employment and workshops, gifts from relatives, personal and incidental expense money, etc.
Personal and incidental expense money funds result from eligibility for non-medical out-of-home
supplemental security income benefits. Consequently, personal and incidental expense money
funds are a common cash resource for residents.

The following situations illustrate different levels of involvement in handling resident cash
resources. In each case, regardless of the level of involvement, “handling” has occurred:

1. “Handling” occurs when a licensee receives a resident’s endorsed check for an amount
which is more than the basic rate, without immediately returning the balance personal and
incidental expense money to the resident or the resident’s responsible person. For
example, a licensee takes a resident’s endorsed check to a bank, cashes it, and then
returns to the resident the excess amount.

NOTE: In this example for “handling” not to occur, the excess cash amount would
have to be delivered to the resident upon the licensee initially receiving the
check.

2. “Handling” occurs when a licensee is appointed by the Social Security Administration as
the Representative Payee to manage the resident’s supplemental security income and/or
Social Security entitlements.

NOTE: In the case of a Representative Payee the total entitlement check or the
amount for board & care and personal and incidental expense money must be
recorded on the Resident Ledger in the “Amount Received” column and the
board & care paid to the licensee recorded in the “Amount Spent...” column.

3. “Handling” occurs when a licensee keeps at the resident’s request some or all of a
resident’s cash resources on the facility premises for cash draws.

4. “Handling” occurs whenever a licensee makes purchases for a resident at the resident’s
direction or at the direction of the resident’s authorized representative, such as a guardian
or conservator.

5. “Handling” occurs when a resident who is determined to be incapable of handling cash
resources is issued their personal cash resources without the required supervision. There
are three documents that when completed as required will provide information that will
alert the licensee that a resident is incapable of handling cash resources. These three
documents are the Preplacement Appraisal Information (LIC 603), or the Resident
Appraisal (LIC 603A), the Appraisal/Needs and Services Plan (LIC 625), and the
Physician’s Report (LI1C 602 or LIC 602A).
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l. WHEN HANDLING OF RESIDENT CASH RESOURCES OCCURS
(Continued)

6. “Handling” occurs when the licensee accompanies the resident shopping and watches
over and directs purchases by specifying the appropriate items to purchase, amount to
pay, and change required. In this situation, even though cash is not handled by the
licensee, the control over purchases made and cash paid constitutes handling.

1. THE RESPONSIBILITY FOR HANDLING RESIDENT CASH RESOURCES

When a licensee accepts a resident for placement into their facility, a responsibility for the
resident’s care and supervision commences. Care and supervision includes providing assistance
in the “handling” of resident cash resources. While a licensee may prefer not to handle a
resident’s monies, if the resident needs such assistance, it must be provided.

It is the licensee’s responsibility to determine if assistance in “handling” personal cash resources
is needed. If the licensee is unsure of this need, the determination can be made utilizing forms
provided by the Community Care Licensing Division---the Preplacement Appraisal
Information (LIC 603), or the Resident Appraisal (LIC 603A), the Appraisal/Needs and
Services Plan (LIC 625) and the Physician’s Report (LIC 602) or (LIC 602A). The pre-
admission appraisal shall be updated, in writing as frequently as necessary to note significant
changes and to keep the appraisal accurate. The licensee is considered to be out of compliance
with the regulations should they choose not to handle the residents personal cash resources when
the need is identified. Whenever there is a change in licensee(s), the former licensee shall
provide to the licensing agency an update of each residents’ safeguarded cash resources along
with an inventory of personal property and valuables that were entrusted to their care. The
Department’s form Accounting Record for Change of Licensee (LIC 424) is available for this
purpose.

I11. REQUIREMENTS FOR SAFEGUARDING, BONDING, AND ACCOUNTING

If “handling” occurs, then resident cash resources are required to be safeguarded, accounted for,
and protected by appropriate bond coverage:

A. SAFEGUARDING

Resident cash resources must be protected and not commingled with personal or business funds
of a licensee nor with resident funds of another facility. The funds must be kept separate, intact
and free from any liability that the licensee may incur. The safeguarded funds may be kept at the
facility and/or in a financial institution (banks, savings and loans, credit unions, etc.) If the
safeguarded funds are maintained at the facility, they must be kept in a locked and secured
location. Any safeguarded funds not maintained at the facility must be deposited in a financial
institution. If safeguarded funds are maintained in a financial institution, the account must clearly
indicate that the contents belong to the residents of the facility. If safeguarded funds are
maintained for a resident in a financial institution, the funds must not be held in a joint account
with the resident.
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REQUIREMENTS FOR SAFEGUARDING, BONDING, AND ACCOUNTING
(Continued)

SAFEGUARDING (Continued)

For example, an appropriate account would be entitled, “ABC Care Home — Resident
Account.” Deposited resident funds may be maintained in either a single account for all
residents or in individual accounts for each resident. Since bank service charges are an
operating cost to the licensee and facility operating costs cannot be passed on to
residents, it is cost beneficial for a licensee to maintain a single bank account. Should the
account(s) earn interest, it would belong to the residents. Interest earned in a group
account must be proportionately distributed to residents whose funds are in the resident
account as closest to the time the statements are received reflecting the interest earned.

Licensees should recognize that the personal and incidental expense money funds
associated with supplemental security income benefits are specifically protected by the
Welfare and Institution Code. Section 11006.9 of the Welfare and Institution Code
provides that misuse of personal and incidental expense money is a cause for license
revocation. Misuse includes acquiring personal and incidental expense money funds from
a resident as an additional cost of care or failing to deliver personal and incidental
expense money to the resident. With two exceptions, personal and incidental expense
money may not be used to pay for basic services; basic services as detailed on the
admission agreement must be provided at the basic rate. The first exception allows a
resident to use personal and incidental expense money, limited to 10 percent of the
supplemental security income/state supplemental income room and board portion, to pay
for a private room. The second exception allows a charge for the provision of special
food service or products in addition to modified diets prescribed by a physician as a
medical necessity. These exceptions apply only to a residential care facility for the
elderly.

Residents are entitled to a specific percentage of their supplemental security income
entitlement checks for personal and incidental expense money, regardless of the amount
of the check. For example, suppose the Social Security Administration has determined
that a supplemental security income only resident has received an overpayment of
benefits. If the Social Security Administration reduces the resident’s check by $50.00 per
month to repay the over-payment, both the licensee and the resident will share in the
repayment on a prorated basis. In 2001, the standard supplemental security income rate is
$872. Of this amount, $101.00 is the resident’s personal and incidental expense money
allowance and $771.00 is the board and care portion intended for the licensee. The
personal and incidental expense money is therefore 11.58 percent of the total
supplemental security income check ($101/$872). If the check is reduced by $50.00, then
the resident’s personal and incidental expense money should be $95.19 ($872-$50 = $822
and $822 x 11.58 % = $95.19). The licensee would receive a reduced board and care
payment of $726.81 ($822 - $95.19 = $726.81).
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REQUIREMENTS FOR SAFEGUARDING, BONDING, AND ACCOUNTING
(Continued)

SAFEGUARDING (Continued)

Upon the death of a resident, all cash resources, personal property and valuables of that
resident shall immediately be safeguarded. Depending on the circumstances either the
executor or administrator of the estate is to be notified. If neither an executor nor
administrator is appointed, then the resident’s authorized representative shall be notified.
If the licensee is unable to locate a responsible party, then the public administrator of the
county shall be notified.

BOND COVERAGE

The surety bond provision provides for the resident cash resources from circumstances
which result from improper or unlawful handling. Any adult residential facility which
handles money for residents is required to maintain a surety bond. For other residential
facility categories, bond coverage is required once the amount handled is $50.00 or
greater for any one person, or $500.00 or greater for all persons in any one month.

To ensure that licensed facilities are in compliance with the regulatory bonding
requirements, all facilities are to complete an Affidavit Regarding Resident Cash
Resources (LIC 400). This affidavit is to be completed by applicants/licensee, when it is
necessary to change the amount of surety bond coverage or when the Department
determines it necessary that the licensee reevaluate the bonding need of a facility.

While bond coverage may appear to be adequate, a licensee must periodically evaluate
the amount of funds being handled to ensure the adequacy of coverage. For example, a
licensee who is a resident’s representative payee and is entrusted with that person’s
monthly government entitlement check(s) must take into account the full amount of the
entitlement(s) when computing bond coverage. Licensees should also be aware that, prior
to summer vacation and the holidays leading up to the new year, safeguarded balances
tend to be larger than during other times of the year. Therefore, licensees will need to
have sufficient bond coverage, which will account for periods of high fluctuating
balances. The regulations prescribe the amount of the bond coverage according to the
following schedule:

Amount Safeguarded Per Month Bond Required

$750 or less $1,000

$751 to $1,500 $2,000

$1,501 to $2,500 (1) $3,000

(1) Every additional increment of $1,000 safeguarded or fraction thereof shall require an
additional $1,000 bond.
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REQUIREMENTS FOR SAFEGUARDING, BONDING, AND ACCOUNTING
(Continued)

BOND COVERAGE (Continued)

If a licensee operates more than one facility, there must be separate coverage for each
location. However, one surety bond may provide coverage for all licensed facilities. In
this case, the bond must specify the following for each facility: 1) the facility name,
2) the facility address, 3) the facility license number, and 4) the amount of bond
coverage.

Proof of coverage shall be provided to this Department on the form Surety Bond
(LIC 402) and must be updated any time the information changes. The Health and Safety
Code states that the failure of any licensee to maintain on file with this Department a
bond in the amount as prescribed by the regulations shall constitute cause for the
revocation of the license.

ACCOUNTING FOR RESIDENT CASH RESOURCES

It is required that each licensee shall maintain a current and accurate account of resident
cash resources. For this purpose a single ledger accounting with supporting receipts is
required. The ledger accounting shall consist of columns that allow for the accurate
disclosure and recording of resident transactions. For an illustration of an acceptable
ledger accounting refer to 1V. MAINTAINING ACCOUNTING RECORDS AND
SUPPORTING DOCUMENTS.

The regulations require that residents’ records are kept current and accurate. The licensee
should post all transactions affecting the resident’s account on a regular basis (at least
twice weekly). However, when a Community Care Licensing Division representative
visits the facility they may require the resident records of personal cash resources be
brought current to facilitate their review on the safeguarding of residents’ cash resources.

You are not required to make loans to residents but if you do, it must come from the
licensee’s funds and not from the funds being safeguarded for the other residents.

Often group activities or purchases result in a single receipt. A single receipt for a group
activity should be photocopied and a copy placed in each resident’s file that participated
in the activity or purchase. This copy will support each resident’s portion of the group
expenditure. Another way to handle group expenditures where there is only one receipt is
to maintain a file for group expenditures. Each affected resident ledger would need to
reference the group receipt folder where the group receipts are maintained in
chronological order.
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IV.  MAINTAINING ACCOUNTING RECORDS AND SUPPORTING DOCUMENTS
A. THE RESIDENT LEDGER

An acceptable Resident Ledger format should include columns for the date of
transaction, transaction description, income amount, disbursement amount, cash balance,
and resident/facility representative signature. The Record of Client’s/Resident’s
Safeguarded Cash Resources LIC 405 has been designed for this purpose. An excerpt
of this ledger with recommended procedures and practices in maintaining the Resident
Ledger follows:

NAME OF CLIENT/RESIDENT: John Doe | EACILITY NUMBER: 123456789

() @) ©) (4) ®) (6)

SIGNATURE FOR CASH
TRANSACTIONS

AMOUNT AMOUNT SPENT FACILITY CLIENT/RESIDENT

DATE DESCRIPTION RECEIVED OR WITHDRAWN BALANCE | REPRESENTATIVE | OR
REPRESENTATIVE

1. Date of Transaction: The posting date should reflect the date that funds were
received or purchases made by the facility, on behalf of the resident. The date of
the transaction should also be written on the cash receipt or invoice. The purchase
date on both the Resident Ledger and the supporting document should always be
the date of the transaction.

2. Transaction Description: This column is used to describe the source of monies
received and the item purchased or service provided. Also, memo entries that do
not affect the cash balance safeguarded by the licensee (i.e., transfer of cash to
resident bank accounts) are recorded here. The description on the resident’s ledger
should match the description on the cash receipt or invoice to adequately record
and represent the transaction.

3. Amount Received: This column is used to record “Amounts Received.” This
includes earnings, the personal and incidental expense money portion of the
supplemental  security income/state  supplemental income entitlement,
employment earnings, tax credits/refunds, cash gifts and other income.

4. Amount Spent or Withdrawn: This column is used to record amounts expensed
on behalf of the resident. This includes checks or cash amounts used for the
purchases of products and services or disbursed directly to residents as a spending
allowance.
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V. MAINTAINING ACCOUNTING RECORDS AND SUPPORTING DOCUMENTS

(Continued)

A. THE RESIDENT LEDGER (Continued)

5. Balance of Funds: This column is used to record the balance of remaining funds.
This is the amount of the resident’s cash resources that the licensee is responsible
for safeguarding. Whenever cash is received (column three) or amounts spent or
withdrawn (column four), a new balance should be entered in this column. After
each transaction, a new balance should be calculated. This is done by adding
amounts received or subtracting amounts spent or withdrawn from the previous
balance.

6. Signature for Cash Transactions: The sixth column is for the signatures of the
licensee or licensee’s representative and the resident or resident’s authorized
representative. The resident’s signature on the Resident Ledger may serve as a
receipt for cash that the resident has received. For an alternative to using the
Resident Ledger for each cash transaction, refer to the discussion of the “Cash
Sheet” below and an illustration on page 12. The facility representative’s
signature is necessary to assign responsibility for the accuracy of a cash
transaction. In the last column, the signature of the resident or resident’s
authorized representative is necessary to confirm the accuracy of the transaction.

B. CASH SHEET RECORD

When residents are provided small cash withdrawals or may have difficulty signing the

Resident Ledger in the space provided, it may be preferable to use a “Cash Sheet.” The

Cash Sheet also provides a method for recording cash withdrawals without having to

keep individual receipts. An example of a cash sheet is displayed on page 12 as part of

the “Illustration of an Accounting for Resident Cash Resources”.
C. VERIFYING THE ACCURACY OF YOUR RECORD KEEPING

The Resident Ledgers should be routinely reconciled to safeguard cash on hand and/or

in a financial institution to assist in maintaining accurate records. Typically, this is an

accounting practice performed at least once a month, at consistent intervals, to maintain
the accuracy of the Resident Ledgers. This step may identify income and purchases
which have occurred but have not been recorded. Corrections to the Resident Ledgers
should be made on the next line available and cross-referenced to the actual date of the
original transaction. A summary statement should be made in the column *“Description”
identifying the correction.
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V. MAINTAINING ACCOUNTING RECORDS AND SUPPORTING DOCUMENTS
(Continued)

D. SUPPORTING RECEIPTS AND INVOICES

Resident purchases must be supported by receipts. Receipts are to be filed for each
resident in chronological order. All cash withdrawals require either the signature of the
resident or the resident’s authorized representative. Original or photographic
reproductions of resident records (including bank records and ledgers) shall be retained
for a minimum of three years following termination of service to the resident.

Although hand written receipts help document purchases, their use should not be a
common practice. They should be used only when there is no possibility of obtaining an
official receipt from a vendor. This usually will occur for purchases made at garage sales,
thrift stores and in other situations where a receipt might not be customarily available
from the seller.

1. Individual Purchases: Normally, receipts that support or justify purchases for a
single resident are kept with the Resident’s Ledger they support. Should a receipt
show purchases for more than one resident, it should be kept in a separate file for
group purchases. As part of this file, you should maintain documentation
identifying and/or allocating cost that can be easily traced to the Resident’s
Ledger. This work can, in most instances, be completed on the invoice supporting
the purchase(s).

2. Group Purchases: Group purchases exist when there is one receipt showing
purchases of one item or more for more than one resident. In this situation the
resident’s purchases and related sales tax is computed and recorded in the
Resident’s Ledger. The following procedure is recommended for computing the
sales tax applicable for each resident included on the receipt:

a. Label or identify the taxable purchases for each resident.

b. Add the cost of each item identified to a particular resident.

C. Multiply the cost of each resident’s purchase by 1 plus the current sales
tax percentage, expressed as a decimal. In this example 1.0775 for
7.75 percent.

d. Record this amount to the Resident Ledger.

Example: John Doe went shopping with the licensee and some other residents
and purchased a pair of shoes for $20.00. His cost plus tax is $21.55. ($20.00 x
1.0775 = $21.55) The $21.55 is recorded in John’s ledger.
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V. MAINTAINING ACCOUNTING RECORDS AND SUPPORTING DOCUMENTS
(Continued)

3. Shared Purchases: Shared purchases exist when there is one receipt for one
purchase and for more than one resident. In this situation, it is necessary to assign
the portion of cost, including the sales tax, to each of the residents that shared in
the item(s) purchased. For example, John Doe and four other residents purchased
a jumbo pizza after an evening night out. The total cost of the pizza was $15.90.
John’s and the other resident’s cost per individual is $3.18 ($15.90 divided by 5).
This amount is then recorded to each of the Resident’s Ledger.

V. ILLUSTRATION OF AN ACCOUNTING FOR RESIDENT CASH RESOURCES

In this illustration the resident is John Doe (John) and the Licensee/Administrator is Mary Smith
(Mary) of the ABC Care Home. John receives monthly his personal and incidental expense
money and bi-weekly workshop earnings. Also, in January 2001, John receives five dollars from
his personal and incidental expense money allowance every Friday for weekend spending. In
February John and Mary decide that John should receive smaller cash amounts but more
frequently. Therefore, a Cash Sheet is started in February, where Mary records, twice weekly,
the $3.50 cash transaction. (Refer to Page 12, for the illustration of a Cash Sheet.)

A RESIDENT ACCOUNT TRANSACTIONS

*

1)Jan. 7 The personal and incidental expense money allowance of $101.00 is received for John
by Mary for safeguarding.

2) Jan. 7 John gets $5.00 in cash from Mary.

3)Jan. 9 Mary purchases for John an individual purchase of postage stamps totaling $17.40
(refer to receipt copy, page 13).

4) Jan. 14 John’s workshop earnings of $17.00 are delivered to Mary and John receives $5.00 in
cash from Mary.

5) Jan. 21 John gets $5.00 in cash from Mary.

6) Jan. 24 Several pairs of shoes were purchased by Mary for John and other residents.
Johns costs $21.55 (Refer to page 13).

7) Jan. 28 John’s workshop earnings of $18.00 are delivered to Mary for safeguarding and
John receives $5.00 in cash from Mary.

8) Feb. 3 The personal and incidental expense money allowance of $101.00 was received for
John by Mary for safeguarding.

9) Feb. 4 Mary buys a Jumbo Pizza for the residents after a late night movie.
John’s cost is $3.18. (Refer to page 13).

10) Feb. 11 John’s workshop earning of $15.00 are delivered to Mary for safeguarding.

11) Feb 27 John’s workshop earning of $21.25 are delivered to Mary for safeguarding.

12) Feb 28 Mary records on the Resident’s Ledger February cash transactions from the Cash
Sheet. Refer to page 12.

13) Feb. 28 Mary deposits $90.00 from John’s cash on hand to his savings account.
Please note, that the Resident’s Ledger balance does not change. This is because the
total amount Mary is safeguarding has not changed.

* The numbers from 1 to 13 down the left hand side of this page correspond to the numbers in
the left hand margin of the Resident Ledger on page 11.

01APX-05 June 2001
10




EVALUATOR MANUAL

APPENDIX D

V. ILLUSTRATION OF AN ACCOUNTING FOR RESIDENT CASH RESOURCES
(Continued)
B. RESIDENT LEDGER
STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES DEPARTMENT OF SOCIAL SERVICES
COMMUNITY CARE LICENSING DIVISION
INSTRUCTIONS:
RECORD OF CLIENT’S/RESIDENT’S
SAFEGUARDED CASH RESOURCES
1) The date of the transaction shall be noted under Date.
Client/resident: Your signature below indicates you 2) Use a separate line for each transaction.
have received from or deposited the following amount  3) Supporting receipts for purchases shall be filed in order
of cash money with the facility on the date(s) of dates of purchases.
indicated. 4) The client’s/resident’s, or client’s/resident’s
representative signature on this form may serve as a receipt
Facilities that handles client’s/resident’s cash fgr Cassohodz'gtﬂb;t'? to ?%?gggt{;e?diﬂt'
resources must maintain accurate records of all é e'(lfh ; : 'I'(t ))(A) ant tive’ (. ) )t( ): . t0b
money received and disbursed. ) The acility representative’s signature is necessary to be
able to verify a cash transaction.
NAME OF CLIENT/RESIDENT: John Doe FACILITY NUMBER: 123456789
DATE DESCRIPTION AMOUNT AMOUNT BALANCE | SIGNATURE FOR CASH TRANSACTIONS
RECEIVED SPENT OR FACILITY CLIENT/RESIDENT
WITHDRAWN REPRESENTATIVE  OR REPRESENTATIVE
Balance $325.00 Savings $350.00
brought and $25.00 Cash
forward.
1. 1-7-01 December 2000 $101.00 $451.00
P&I received Jan
2001
2. 1-701 Cash allowance $5.00 $446.00 Mary Smith John Doe
3. 1-9-01 Purchase of $17.40 $428.60
Postage Stamps
4. 1-14-01 | Workshop pay & $17.00 $5.00 $440.60 Mary Smith John Doe
cash allowance
5. 1-21-01 | Cash allowance $5.00 $435.60 Mary Smith John Doe
6. 1-24-01 | Purchase of shoes $21.55 $414.05
7. 1-28-01 | Workshop $18.00 $5.00 $427.05 Mary Smith John Doe
earnings & cash
allowance
8. 2-3-01 | January 2001 P&I | $101.00 $528.05
received Feb. 2001
9. 2-4-01 Purchase of pizza $3.18 $524.87
shared cost
10.2-11-01 | Workshop $15.00 $539.87 John Doe
earnings
11.2-27-01 | Workshop $21.25 $561.12 John Doe
earnings
12.2-28-01 | From John’s cash $28.00 $533.12
sheet
13.2-28-01 | Deposit of $90.00 $533.12
to savings
01APX-05 June 2001
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V. ILLUSTRATION OF AN ACCOUNTING FOR RESIDENT CASH RESOURCES
(Continued)

C. RESIDENT CASH SHEET

The resident’s signature indicates that he has received a total of $28.00 from
2-1-01 to 2-28-01. This amount is then recorded to the Resident Ledger as
amount spent on 2-28-01. Refer to the illustration of a Resident Ledger, page 11,
to follow this transfer.

RESIDENT/CLIENT CASH SHEET
NAME OF RESIDENT: FACILITY NO.
John Doe 123456789
Month/Year | AMOUNT | (1) (2)
Day FACILITY CLIENT/RESIDENT OR
Feb. 2001 REPRESENTATIVE REPRESENATIVE
1% $3.50 Mary Smith John Doe
4" $3.50 Mary Smith John Doe
g™ $3.50 Mary Smith John Doe
11" $3.50 Mary Smith John Doe
15" $3.50 Mary Smith John Doe
18" $3.50 Mary Smith John Doe
22" $3.50 Mary Smith John Doe
25™ $3.50 Mary Smith John Doe
Total $28.00
Transfer $28.00 Mary Smith
Date: 2/28/01
(1) FACILITY REPRESENTATIVE: Your signature is necessary to be able to verify
a cash transaction.
(2) RESIDENT: Your signature below indicates you have received from or deposited
the following amount of cash money with the facility on the date(s) indicated.

01APX-05 June 2001
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APPENDIX D

V. ILLUSTRATION OF AN ACCOUNTING FOR RESIDENT CASH RESOURCES

(Continued)

D. SUPPORTING RECEIPTS FOR RESIDENT PURCHASES

U.S. POSTAL SERVICE

Jan. 7, 2001
STAMPS (60ct)........... $17.40
TOTAL .o $.17.40
PAID.....ooiiiiiie $17.40

FAMILY SHOE STORE
Quality Since 1932

January 24™ 2001

Mens Black MBIk 7.5W  $23.95
Mens Brown MBrn 8.0S  $20.00
Mens Tennis MWht 7.SS  $16.50

Mens Brown MBrn 9.0 $28.95

$89.40
Sales Tax 7.75% $ 6.95
TOTAL $96.33

We Appreciate your patronage

Perry’s Pretty Good Pizza
123 North 14" Street, (916) 867-1042

Feb. 4™ 2001 11:47 pm

1 COMBINATION LARGE $6.26 **
1 COMBINATION LARGE (SPECIAL) $8.50 **
TAX $1.14 **
TOTAL $15.90 ***
01APX-05 June 2001
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STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES COMMUNITY CARE LICENSING
DEPARTMENT OF SOCIAL SERVICES AUDIT SECTION

APPENDIX A

LICENSING FORMS
A GUIDE TO SAFEGUARDING CLIENT/RESIDENT CASH RESOURCES

ORDER
NUMBER TITLE

A Sample of a Client/Resident Cash Sheet (Page 15)
LIC 400 Affidavit Regarding Resident Cash Resources
LIC 402 Surety Bond
LIC 405 Record of Client’s/Resident’s Safeguarded Cash Resources
LIC 424 Accounting Record for Change of Licensee
LIC 602 Physician’s Report for Community Care Facilities

LIC 602A  Physician’s Report for Residential Care Facilities for the
Elderly

LIC 603 Pre-Placement Appraisal Information
LIC 603A  Resident Appraisal
LIC 621 Client/Resident Personal Property & Valuables

LIC 625 Appraisal/Needs and Services Plan

THE ABOVE LIC FORMS MAY BE OBTAINED FROM COMMUNITY CARE LICENSING DISTRICT OFFICES
OR ACCESSED THROUGH THE INTERNET AT http://www.dss.cahwnet.gov/getinfo/pubintro.html|

01APX-05 June 2001
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STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES
DEPARTMENT OF SOCIAL SERVICES

COMMUNITY CARE LICENSING DIVISION
AUDIT SECTION

SAMPLE CLIENT/RESIDENT CASH SHEET

Name of Client/Resident:

Facility LIC No.:

Year/Month
Day

Cash

Amount

Signature for Cash Transactions

* Facility Representative

** Client/Resident or
Responsible Person

*  Your signature signifies verification of the cash transactions

** Your signature indicates you have received cash from or deposited the above amount of
cash with the facility on the date(s) indicated,

01APX-05
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